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DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. 1667

Page of

Agency
Secretary of State

Division/Unit
Division of State Documents

Item
No.

Description
This Schedule Supersedes Schedule 887

Maryland Register - Regulations
Files contain manuscript of adopted, amended
or repealed regulations to be published in the
Maryland Register.

Maryland Register - Other Documents
Files contain manuscript of documents other
than regulations to be published in the Maryland
Register. These categories include: executive
orders, gubernatorial appointments, General
Assembly .bill synopses, judicial rules
(proposed and adopted) from Court of Appeals,
Courts of Appeal hearing schedules,judicial
administrative orders or memoranda, Attorney
General opinions, State Ethics Commission
opinions, hearing and meeting notices as
submitted, and other documents as permitted by
law.

Maryland Contract Weekly
Solicitation and award notices filed for
publication in the Maryland Contract Weekly.

Code of Maryland Regulations (COMAR)
Correspondence, manuscript, and page proofs of
COMAR publications.

Retention

etain in DSD Office
or 5 years, then
:ransfer to State
Archives for permanent
etention under State
overnment Article
7-213(a)(2) •

Retain 1 year,
destroy.

then

detain 1 year,
iestroy.

then

I
letain 10 years, then
lestroy. Two (2) copies
of COMAR and updates to
De sent to the State
Archives for permanent
retention

Schedule Approved by Department,
Agency,
or Division Representative.
Date _ dr^iisj-

Schedule Authorized by State Archivist

Pntr -.frEB 1 4 ""•»

Signatuce. Y)^^\C;^V
fyped Nara£-2e<^x-£.

levT



DEPARTMENT OF GENERAL SERVICES '
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. ]667

Page of

Agency

Secretary of State

Division/Unit

Division of State Documents

Bltem
RNo.

Description Retention

COMAR pamphlet orders
Correspondence, manuscript, and page proofs of
agency ordered pamphlet versions of COMAR.

General Correspondence - Incoming and Outgoing

Public subscription orders, invoices, and records;
agency orders, invoices, STARS reports.

Memoranda, directives, and other documents relating
to the administration of DSD.

Publication subscription records - electronic database

Retain 3 years, then
destroy.

Retain 10 years, then
destroy.

Retain 3 years, then
destroy.

Retain permanently-
Transfer periodically to
Maryland State Archives

Retain active records;
delete or electronically
archive cancelled
records.



v\w o i « i t/MKCn *iaST<>2323

msTRucnom - TYPE OR PRINT A SEPARATE FORM FOR SACK NEW

REVISED RECORD SERIES. FORWARD WTH RfiCOROS RETENTION
SO60ULE (0G3 » 0 - l )

DEPARTMENT OF GENERAL SERVICgS

' RSCCR0S MANAGEMENT DIVISION
7Vi WATERLOO ROAO

f>0. 80X 27} • JES3UP. MAftYUWO lOTM

AGcNCY RECCROa INVENTORY

Page L 01

OEPARTMENT/AOEHCY

Secretary of State
3. UNIT2. DIVISION

Division of State DocunJents

DEFINITION . R«cotd» S*rU* • A group of related r«co«l» normally flUd tnd uatd at t unit for r«f*r«nct •» wtJI at retention tnd dltpotlttan putpat«».

4. RECORD SERIES TITLE 3. EARLIEST YEAR ; LATETEST YEAR

S. RECORD SERIES DESCRIPTION ( Briefly descnba ins types cf nilodnaiion/tteajmer.is/fonris fauna in tha Sines, include I he sunsosa or function o( ire Senas)

See DGS Form 550-1, Item 1 .

7. RECORD SERIES FORMATS)

a Letter S'<zd a Microfilm

a Legal Siza a Camputer Taps

a Sound Beck a floppy Disk

a Audio Tape a Video Tap«

a Other (Specify) _ _ _ _ _ _ _ _ _ _ _

3. RECORD SERIE3 3EQUEHCE

a AtQhacetical

9 Numerrai

o Chrcr.oiog-cal

• Gaosraphical

a Other (Specify)

9. VOLUME

57
Number

9 P.ie Orawer(s)
a Microfilm Rset (s)
3 Comou'ar Taoe (s)
o Otner (Specify)

10. ANNUAL ACCUMULATION
tr File Drawer (a)
a Microfilm Roel (si
a Computer Tape(i)

j . a Oiner (Specify) _

Number

11. FILE 13 USED

B^Oairy a Weekry a Monthly

tt. RLE 8ECOME3 IMACTtVE AFTER « € W C f l T W s &** IV&OPT?I>

- ' a Month(s) a Yeur(s)

Numbe* __

13. CURRENT LOCATlONfS) (Bldg., floor. Room)

11 Bladen St.

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

0 Yes . °n N o

15. ACCESS RESTRICTIONS (If yes. ette to*{s)A regulatiap.(s)

a Yes J No

1 1 AUDIT REQUtREMEHTS

^ None a State • Federal' o Independam

17. IS AM INOeX 3YSTEM USED? (If yes. explain Onerty and

describe any hardware/software)

18. RECOMMENDED RETENTION

0 Yes, NO
S f€**3

•». NAME AND TITLE OF PREPARER

Dennis Schnepfe? ^sst Admin
CCS 55Q-< lRm«M U93)

20. TELEPHONE NUMBER

974-2486
=====
- 25 *

21. DATE



ri_>" a i i-i i c^-rtn:Cn

TRUCTIOW - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

&SV1SSO RECORO SERIES. FORWARD WTH R6CORCS RETENTION

H60ULE (0C3 W>1)

DEPARTMENT OP GENERAL SERVICES
' RECOROS MANAGEMENT OMSION

mi WATESLOO ROAO

P.O. 80X J7J • JES4UI". MAftvukNQ J07W

AGENCY RECCR03 INVENTORY

Pana 2 01

OEPARTMENT/AQENCY

Secretary of State
2. DIVISION

Division of State Docurr
3. UNIT

>.nts

DEFINITION • R«cofd« S«rl»t • A group «f nlittd rtcordi normilly flltd tnd \ji«d u • unit for rttotnc* «* w*(l a* i«ttntlon tnd dUpotltton purpat**.

! 4 . RECORD SERIES TITLE S. EARUE3T YEAR / UTETEST YEAR

8. RECORD SERIES 0ESCRIPT1OM ( Briefly describe the type? o( mfcxmationydocuments/farms fauna m iha Ssnes. Inciuae (he surpass or function of the Series)

See DGS Form 550-1, Item Z

7. RECORO SERIES FORWAT(S)

a letter Ska a Mlcrefilm
•v

B^Lsgal S '« a Computer Taps

a Sound Beck a Floppy Disk

a Awto Tape o Video Tap«

a Other (Specify)

3. RECORD 5ER1E3 3EOUEMC6

G Afenacetical

%r Numerical

o Chronological

a Geograonicai

D Other (Specify) _ _ _ _ _

9. VOLUME
Sr Pita D(awer(s)
a Microfilm Rsd (s)
Q Comouier Tzoe (s)
Q Olhef (Specify)

NumDer

10. AHMUAL ACCUMULATION
V File Orawer (8)
a Microfilm Reel (si
a Compvitar Tape(s)

_ 0 Olher (Specify) __

Number

11. FILE 13 USED

a Weekly a Monthly

1 1 RLE BECOME3 INACTIVE AFTER • p u . ' B u C f l T l O jJ

• ' a Month(s> a Year(s)

Number

13. CURRENT LOCAHOMfS) (Bldg.. Ptoor. Room)

11 Bladen St.

14. IS RECORO SERIES DUPLICATED ELSEWHERE? t« yea. specify agency or oRica)

0 Y« • * N o

15. ACCESS RESTRICTIONS (If yes. ate law(s) A regulations)

a Yes « ^ NO

15. AUDIT REQUIREMENTS

B^None n State a Federal' c Independent

17. IS AM INDEX SYSTEM USED? (If yes, explain Pnetly and

descnoa any hardware/software)

18. RECOMMENDED RETENTION

Q Yes, */NO
/ ycfl*

>*. NAME AND TITLE Of PREPARER

Dennis Schnepfe, Asst Admin
CCS -<(M (RmiM Vii)

20. TELEPHONE NUMBER

974-2486 .

- 25 -

l \ DATE



r>xi" o i i-i ic^-MKCn «• 1 a-.

INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOft EACH NEW
I REVISED RECORD SERIES. FORWARD WTX RfiCOROS RETENTION
SCH6OULE (QG3 SO-I)

DEPARTMENT O f GENERAL SERVICES
' RKCaOS MANAGEMENT 0MSIO.N

W i WATERLOO ROAO
P.O. 80X JTS • JESSUP. MARIANO J07W

AGENCY fteCCROa INVENTORY

p8fl« 3 01

OEPARTMENT/AOENCY

Secretary of State
3. UNIT2. DIV1310H

Division of State Docurrients

DEF1MITI0N • Racarda S*fl*« • A group of raltttd rtcordi normally fll«d ind ui«d n « unit tar r»fw«ne» «« w»ll at ftUrttton tnd dlipotlttan putpa***.

4. RECORD SERIES TITLE

rWftycAi\7T> CojOrTRACr ^ € K t . y

5. EARUE3T YEAR / LATETEST YEAR

| ^ M TO fltt-

8. RECORO SERIES DESCRIPTION ( Snefly descnfca the types cf mfcxmation/dcaimer.ts/roms found m ir.s Sanes. inciuae me suiposa Of function of tn« Series)

See DGS Form 550-1, Item 3

7. RECORD SERIES FORMATS)

a Letter Size a Microfilm

w Legal Stse a Computer Tape

a Sound Bock a Plopcy Disk

a Audio Tape o Video Tape

a Other (Specify) ,

8. RECORD SERIES 3EQUEMCE

a AichaDetal

trNumerical

o Chrcr.oiog!Cal

• Geographicai

a Othei (Specrfy)

9. VOLUME

J
Number

V »'le Ofa*er(s)
a Microfilm Rset (s)
0 Comoutar Taoe (s)
D Other (Soeofy)

10. AHHUAl ACCUMULATION
sr File Orawer (8)

I

• Microfilm Rael (si
a Computer Taoe(s)
a Olher (Specify) _ _

Number

11. FILE IS USED

• ^ Daily a Weekly a Monthly

12. RLE BECOME3 INACTWE AFTER P u S C l C A T ' O ^

- ' o Month(s) a YearU)

Number

13. CURRENT LOCAT»ON(B) (Bldg.. Floor. Room)

11 Bladen St.

14. IS RECORD SERIES OUPUCATED ELSEVKHERE? (If yes. specify agency or offics)

0 Y « . % N o

IS. ACCESS RESTRICTIONS (U yes, cite law(s).4 reQulatior.(5)

a Yes . v No

16. AUDIT REQUIREMENTS

a/None a State Q Federal' d Independent

XT. IS AM INDEX 8YSTEM USED1 (If yes, explain Briefly and

describe any hardware/software)

v No .

18. RECOMMENDED RETENTION

a Yes_

yeAS

ji .». NAME AND TITLE OF PREPARED

| Dennis Schnepfe^ ^sst Admin
CCS 550-4 [Rtn\iM V93)

20. TELEPHONE MUMBER

974-2486

- 25 -

21. DATE



rixj' o i n i c.yfMKCn

iHtTTRucnoNa- m e OR PRINT A SEPARATE FORM FOR EACH New
RSVIS60 RECORD SERIES. SORWARO WTH R6COR0S RETENTION

SCHEDULE (0(33 SO-I)

DEPARTMENT OP GeNERAL SERVICES
' RECORDS MANAGEMENT DIVISION

mi WATERLOO ROAO
P.O. 30X 273 • JES3UP. MAflYLANO 207W

AGENCY RECORDS INVENTORY

Paa._fL 01

OEPARTMENT/AOENCY

Secretary of State
3. UNIT2. DIVISION

Division of State Docuirlents

DEFINITION • Rtcord* S«rU* • A group »f r»Uud r»cord» normilly flUd tnd u«*d n I unit (or rtfirtrtci «» w»ll i« r«t*nSon tnd dlipaiUJon purpo»«».

4. RECORD SERIES TITLE

C0O€ OF 1*1\&fl.*trt> «CGUt.rtT10AJJ

S. EMUEST YEAR / UTETEST YEAR

me TO i^r

9. RECORD SERIES DESCRIPT1OH ( Snafly desenca me types cf ntfumaiion/documertts/rorms founa in iha Sfinej, include tna suipcsa w function of the Senas)

See DGS Form 550-1, Item 4

7. RECORD SERIES FORMAT®)

a Letter S'«e a Microfilm

sr Legal Size a Computer Taps

a Sound Bcctc a floppy Disk

a Au<£o Tape a Video Tape

• Other (Sp«cfy) _ _ _ _ _ _ _ _ _ _ _

3. RECORD SERIE3 SEQUENCE

a Alphabetical

a Numerical

sr Chrowiogscal

• GaograohicaJ

a Other (Specify)

3. VOLUME

45-

a Pile Orawer(s)
D Microfilm Rsel (3)
0 Comouter Taoe (s)
Brother (Soecify} ^ 0 X 6 ^

Numoer

10. AHMUAL ACWMUIATIOM
o File Oraw«r (s)
a Microfilm Reel (si
• Comoutar T»e(s)
• other (Specify) _gax€?S-

Number

11. FILE MUSED

D OaHy o Weekly a Monthly

11 FILE BEC0ME3 INACTIVE AFTER f u8<-lC ATX0 0

. ' a Month(s> a Year(s)

Number

13. CURRENT LOCATIONS) (Bldg., Floor, Room)

11 Bladen St.

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. spKrfy aguncy or oBiea)

a Y « ^ Nt>

15. ACCESS RESTRICTIONS (If yes, eite la*(3) .4 reQulatnr!(s)

is/ NOa Yes.

15, AUDIT REQUIREMENTS

e None a Stet« a FeSsrai' a Independant

17. 15 AM IHOEX SYSTEM USED? (If yes. explain Onarty and

describe any haroVrare/software)

_ _ _ _ _ _ / N O .

18. RECOMMENDED RETENTION

a Yas
16 ycfliw

». NAME AND TITLE OF PREPAR-R

Dennis Schnepfe^ Asst Admin
CCS iitW iRmnM V93)

20. TELEPHONE NUMBER

974-2486

21. DATE

- 25 *



rliC S» Id i t / H k C f i
* • i O*T<»23™

INSTRUCTIONS - TYPE OR PRINT X SEPARATE FORM FOB EACH NEW
RSVISSO RECORO SERIES. W3RWAR0 WTH R6COR0S RETENTION
SCHEOUIE (DG3 »0-1)

DEPARTMENT OP GENERAL SERVICES
' RKOaOS MANAGEMENT 0N1SICN

mi WMESLOO ROAO

f>0. 8OX 27S • JE53UP. MAflviANO MTS4

AGENCY RECCROa INVENTORY

paa« S^ 01

0EPARTMENTIAOENCY

Secretary of State
3. UNIT2. DIVISION

Division of State Docunients

DEFINITION • R«cotd» S«rU» • A group of reiiUd r*cord» norm illy flltd «nd ut«4 «» t unit for (*f*(«nc* «« w*ll t * [«tindOA tnd dlipotltJo« purpot«».

4. RECORD SERIES TITLE 5. EARUEST YEAR ; UTETEST YEAR

8. RECORD SERIES DESCRIPTION ( Briefly describe ma types c( <ttfO(maiion/<jocum«R!s/rerms fauna in ins 3«nes. induce tns Turposa or function of me Series)

See DGS Form 550-1, Item 5

7. RECORO SERIES FORMATS

a Letter S's» a Microfilm

• Legal Sizg a Computer Taps

• Sound Bode • floppy Disk

a AVK£O Tape a Video Tape

a Other (Specify) ,

9. RECORD SERI63 SEQUENCE

c AlphaDetical

a Mumericat

or Chror.ological

a Gaograohica)

a Other (Specify)

9. VOLUME
u Pile Oiawwft)
a Microfilm Rset (%)
3 Comouter Tao* (s)
a Other (Sceafy)

Numoer

10. AHMUAL ACCUMUUTION
B^File Drawer (a)
a Microfilm Rial (si
a Computer Tape(s)
0 Olher (Specify)

Number

11. FILE IS USED

D Oarty a Weekly a Monthly

12. FILE BECOME3 INACTIVE AFTER p U B c M T l O fO

. ' o Month(s) a Yearts)

Number

13. CURRENT IOCAT\ON(S) (Bldg., Floor. Room)

11 Bladen St.

14. IS RECORD SERIES OUPUCATED ELSEWHERE? (It yes. scaofy agency ot offics)

0 Y « ^c N o

15. ACCESS RESTRICTIONS (II yej, eite fcsw(3).& regulations)

Q Yea « / NO

18. AUOU REOUIREMEMTS

a/None a Stete a Federal' c Independent

17. 15 AN INDEX aY3TEM USED"? (If yes. explain onefly and

descnoa any hardware/software)

tf No .

18. RECOMMENDED RETENTION

a Y«_
3 yefl^

It i». NAME AND TITLE Of PREPARER

I Dennis Schnepfe? Asst Admin
CCS £0-4 (RmttM Mil)

20. TELEPHONE NUMBER

974-2486

- 25 -

21. DATE



\-\w a i —. i c^rtrccn

iasiausi]2H.1 - TYPE OR P^NT A SEPARATE FORM FOB SACH NEW
RSV1S60 RECORD SERIES. ZORWARO WITH R6COR0S RETENTION
SOeOULE (DG3 »0-1)

DEPARTMENT O f GSNGRAL SERVICES

" REC0R0S MANAGEMENT OMSION
Wi WAIESLOO ROAO

P.O. SOX 273 • JESSUP. MAftviANO ttTW

AGENCY RECCRQS INVENTORY

01

OEPARTMENT/AOENCY

Secretary of State
2. DIVISION

Division of State Docurr

3. UNIT

ents

DEFINITION • R«eord» S*rli» • A group »(r i l iUd r»cofd» norm illy flUd «nd ui«d u i unit for r»f»f»ne» u w*ll a* r»t«n8an tnd dltpotitfon ;urp«*«*.

4. RECORD SERIES TITLE 5. 6ARU6ST YEAR / UTETEST YEAR

I ^ W TO \*\*\S

8. RECORD SERIES DESCRIPTION ( Sfiefly descnca ma types cf mroimation/docum«nis/forms found in ihs Sanes. induce me suipesa or fundion of tr.e Series)

See DGS Form 550-1, Item (o

7. RECORD SERIES FORMATES)

a Letter Size • Mlcrafflm

• Lsqal SiZ9 a Computer Taps

a Sound Bcdc a ?lopoy OisK

a Audio Tape • Viceo Tap«

a Omer (Sp«cfy) _ _ _ _ _ _ _ _

3. RECORD SERIE3 SEQUEMCE

/ Alphaoetiwl

a Numercai

o Chror.Qiog!cal

a Gsosraotiicai

a Olhef (Specify)

9. VOLUME

Numoer

E Pile 0rsw9f(?)
Q Microfilm Rsel (si
a Comouter Taoe (s)
D Olher (Sceory)

10. AHNUAL ACCUMULATION
J File Qrawef («)
a Microfilm Raul (si
a Comoutar Tape(sl
0 Other (Specify) _

<
Number

11. FILE IS USED

D Oarty o Weekly ff' Monthly

12. FILE BECOME3 INACTIVE AFTER

lO/fl • Month(si a Yeaf(3>
Number

13. CURRENT LOCATIONS (Bldg.. Floor. Room)

11 Bladen St.

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (K 1 * . ««ctfy agency or oBiee)

0 Y « 5c N o

13. ACCESS RESTRICTIONS (If yes. cite law(3) .4 regulations)

a Yes ^ NO

18. AUDIT REOUIREMEHTS

« ^ None a State a Fefiarar

17. IS AN INDEX 8YSTEM USED1 (If yea. e*ptam onefly and
a a e i b e any harcr#are/software)

«r Noa Y«_

18. RECOMMENDED RETENTION

11 •». NAME ANO TITLE OF PREPARER

1 Dennis Schnepfe^ A S S t Admin
CC3 »(M (RM«M V93)

20. TELEPHONE NUMBER

974-2486

- 25 -



til' * i n i c'riftcri

Hyrpwmowa - TYPE OR PRINT A SEPARATE FORM FOA EACH NEW
ftSWSSO RECORD SERIES. FORWARD WTH RECORDS RETENTION

EOULE (QG3 W5-1)

DEPARTMENT OF GENERAL SERVICES
' RECCAOS MANAGEMENT OMSION

mi WATERLOO ROAO

P.O. 90X 273 • JESSY* MAftvUkNO MTS4

AGENCY AECSROS INVENTORY

P8Qa i 01

DEPARTMENT/AGENCY

Secretary of State
Z DIVISION

Division of State Docun
a. UNIT

mts

DEFINITION . R«cord* S»rU» • A group of n l i t td r*cotd» normtlly flltd »nd uitd u « unit for rttVtrtct «» w*ll I * [«tintton and dlipoiittan purp«*M.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / 1>TETEST YEAR

9. RECORD SERIES DESCRIPTION ( Briefly describe the types cf tn(o(ma(ion/docum«R(s/rorms fourxi in xta Sanes. include me wjiposa or funaion of ins Senas)

See DGS Form 550-1, Item 7

7. RECORD SERIES FORMATS

a Letter S'<Z9 a Microfilm

a/Legal Sen a Camputer Taps

a Sound Beck a floppy Disk

a Audio Tape a Video Tape

a Otter (Specify) ,

RECORD SER1E3 3EQUEHCE

c Alcrtaoeticai

a Mumencat

•^Chrcfjjiogical

n Geo$aDhicai

a Othet (Specify)

9. VOLUME

5^
NumDer

Q Microfilm Rsel (i)
0 Comou'sr Tao« (s)
a Otnef (Soeory)

10. ANNUAL ACCUMULATION
• Fita Orawor (s)
a Microfilm Rael (si
a Camputar Tape(3)
o Olher (Specify)

Number

11. FILEL3USE0

o Oady a Weekly «( Monthly

1Z RLE BECOME3 INACTIVE AFTER ^f^ft^CfJT

; ' o Month(s) a Y«BJ(3)

Number

13. CURRENT LOCATION^) (Bldg.. Floor. Room)

11 Bladen St.

14. IS RECORO SERIES DUPUCATED ELSEWHERE? (II yes. stecify agency or offies)

a Y « % No

15. ACCESS RESTRICTIONS (If yes, eite law(3).4 feguiatiop.(s)

a Yes _ _ _ - ^ No

18, AUDIT REQUIREMENTS

a None ^ Stet9 D Federal' c Independant

17. IS AN INDEX 8YSTEM USED1 (K yes. explain briefly and

desenba any hardware/software)

a Yes_ No

18. RECOMMENDED RETENTION

3 yeflfcs

<*. NAME ANO TITLE OF PREPARER

Dennis Schnepfej Asst Admin
CCS tt(M [RKMM 1I93J

20. TELEPHONE NUMBER

974-2486

- 25 -

Z\. DATE



rxw •» i 1-1 i c/"Hr<Cn

'gTRUCTWm - TYPE OR PRINT A SEPARATE FORM FOB SACH NEW
[sVlSSO R£CORO SERIES. FORWARD WTH R6COR0S RETENTION

eOULE (0G3 »0-1)

DEPARTMENT OP C 6 N E R A L SERVICES
' RECORDS MANAGEMENT DIVISION

nil WAIESLOO ROAO
P O . a o x m - J E S S U P . M A R Y O N O JOTW

AGENCY RECORDS INVENTORY

Paga. 3 01

OEPARTMENTIAOENCY

Secretary of State
2. DIVISION

Division of State Doom
3. UNIT

ents

DEFINITION • A«car<U Sarli* • A group of nlatad r»cotd» normally fiWd «nd ui*d u t unit for r»f»(«nea •» w*ll a* ratanflon and dlaaoaltfon purpotae.

4. RECORD SERIES TITLE 3. EARUE3T YEAR / UTETEST YEAR

l^iM TO WS

RECORD SERIES DESCRIPTIOM ( Briefly describe the types of tiilwmadon/doojmeMsTorms found in th» Sines, indues ins suipcss cr function of tns Senas)

See DGS Form 550-1, Item S

7. RECORO SERIES FORMAT(S)

a Letter S'<za a Microfilm

j/ Legal S«« a Camputer Tapa

a Sound 3cd( a fflopoy OisK

a Audio Tape o Video Tape

a Other (Specify)

3. RECORD SERIES 3EQUEHCE

a Alphaoetical

Q Numerical

w Chro.-.oiog!cal

a Geographical

a Other (Speafy)

9. VOLUME

2 5

•r Pile Oraww(s)
a Microfilm Roel (3)
0 Comouier Taoe (s)
Q Other (Soeofy)

NumDer

10. ANHUAL ACCUMULATE
d File Orawei (8)
a Microfilm Ruel (si
a Comcnjtaf Tape(s)
a Other (Specify) _

Number

11. FILE IS USED

o Oady a Weekly </ Monthly

12. RLE 8ECOME3 IHACTIVE Af TER

NJ/A a Mo«h(s> a Year(s)

Number

13. CURRENT LOCATION® (3ldg., Floor, Room)

11 Bladen St.

14. IS RECORO SERIES OUPUCATED ELSEWHERE? (It yes. scacrfy agency or office)

0 Y « % N 0

13. ACCESS RESTRICTIONS (If jes. c«e fcw(s).4 reQulatior.(s)

a Yes . » No

18. AUDIT REQUIREMENTS

/None a Slate a Federal' a Independent

17. IS AN INDEX SYSTEM USED? (If ya3. explain Dnafly and

cescrioe any hardware/software)

a Yes_ No

.». NAME AND TITLE OF PREPARER

Dennis Schnepfe? ^sst Admin
CCSaQ-4 (Ravnaa V » r

18. RECOMMENDED RETENTION

20. TELEPHONE NUMBER

974-2486
=====
- 25 -

Z1. DATE



ri w o i i-t i

INSTRUCTOR - TYPE OR PRINT A SEPARATE FORM POft SACH NEW
REV1SSO RECORO SERIES. 7QRWAR0 WITH R6COR0S RETENTION
SOeOULE (DG3 »0-t)

DEPARTMENT OF GENERAL SERVICES
' RECCSOS MANAGEMENT DIVISION

TVi WATERLOO ROAQ
P.O. 80X 273 • JSSSUP. MAftYLANO 107M

AGENCY ReCOROa INVENTORY

Parja. 01

OEPARTHEHT/AOENCY

Secretary of State
3. UNIT2. DIVISION

Division of State Docurrlents

DEFINITION • R«eord» S«rU* • A group of rvltttd r*co(d» normally flltd tnd uatd «« a unit for rtftrtnci u w*ll a* rtttndon and dlipoiltion purp««*t.

4. RECORD SERIES TITLE 3. EARUEST TEAR / LATETEST YEAR

T o ^ ^ R ( ? ^

S. RECORD SERIES DESCRIPTION ( Briefly descnba tha types cf in(«ma(ion/documer.i3/Tonris found in tr.a Senes. include me surposa cr function of me Ssnas)

See DGS Form 550-1, Item <)

7. RECORD SERIES FORMATS)

a Letter S<z» a Microfilm

a legal S&i B Computer Taps

a Qaund Bock • Hoppy Disk

a Audio Tape a Video Tape

a Other (Sp«cfy) _ _ _ _ _ _ _ _ _

RECORD SERIES 3EQUEHCE

a Athaoetiwl

a Numerxai

o Chro-oiog^al

• Gao$aohicai

Mother (Specify) pnTWRASC

9. VOLUME

\
NumDer

Q 7»s Orawer(s)
o Microfilm Rsel (5)
s^Comoutar Taoe (s)
D Olfief (Scecify)

10. AMNUAL ACCUMULATION
a Fil« Oravrer (8)
a Microfilm flael (si
• Computer Taoe(3)
0 Olher (Specify) _

0
Number

11. FILE 13 USED

B^Oaily Q Weekly

13. CURRENT LOCAHOM(S) (Bldg., Floor. Room)

11 Bladen St.

a Monthly

12. FILE BECOMES INACTIVE AFTER

Month(s) Y«ar(»)
Numb«r

14. IS RECORO SERIES OUPUCATED ELSEWHERE1 (I* yes. scacrfy agency or odics)

•0 YM * N 0

15. ACCESS RESTRICTIONS (If yes, cite law(s) .4 regula««ft(s)

« ^ Yea D ^ D fgrlSocOiOEL Q No

17. IS AH INDEX SYSTEM USED? (If yes. explam bnefty and
describa any hardwarertoftvrare)

• « / Y « _ J S _ £ l _ _ _ f i _ _ _ _ _ - a No .

|| i* . NAME AND TITLE OF PREPARER

I Dennis Schnepfe> Asst Admin
CCS 5SIM iRmuM i'93i

18. AUDIT REOUtREMEHTS

B^ None a State D FeCerai" 0 Independent

18. RECOMMENDED RETENTION

rter/inO mrivc ^ewitixj

20. TELEPHONE NUMBER

974-2486

- 25 *

21. DATE



INSTRUCTIONS - Type or print a
separate form for each new/revised
electronic record series. Forward with
Records Retention Schedule (DGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

(410) 799-1930

ELECTRONIC RECORDS INVENTORY

Page 1 of L

1 DEPARTMENT/AGENCY
Secretary of State

2 DIVISION
Division of State Documents

3 UNIT

DEFINITION - Record Series - A group of related records stored electronically and used as a unit for reference as well as retention
and disposition purposes.

4 ELECTRONIC RECORD SERIES TITLE
Subscriber database

5 EARLIEST YEAR/LATEST YEAR
Curren t ly onlyTO

6 INPUT - Identify source of information to be entered

Subscr iber o r d e r s , c a n c e l l a t i o n , or change

7 OUTPUT - Identify use/s of information generated by system

mail ing l a b e l s , i nvo ices

ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms
contained in a series. Include purpose and function of the system.

Information such as name, address, and product sold for subscribers to Division publication
m e information is used to mail the product, produce subsequent invoices, and respond
to subscriber inquiries.

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.

Division personnel only

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Updated d a i l y in response t o new o r d e r s , c a n c e l l a t i o n s , and changes r eques ted by
s u b s c r i b e r s .

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

Located at the Division office, 11 Bladen Street, Annapolis. Computer hardware and
software is being upgraded. Consequently, Form 550-6A will not be completed at this time.

12 RECOMMENDED RETENTION

Active records are retained permanently. Cancelled records are purged daily or retained
on inactiw status.

13 TYPED OR PRINTED NAME OF
PREPARER

Dennis Schnepfe

14 TELEPHONE NUMBER

974-2486

15 DATE

6/14/95

16 TITLE OF PREPARER

A s s i s t a n t Admin is t ra to r

FOR PERMANENT RECORDS COMPLETE ALSO
DGS 550-6A

DGS 550-6


